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C i t y o f M i l w a u k e e
D e p a r t m e n t o f A d m i n i s t r a t i o n

I nf o r m a t i o n T e c h n o l o g y M a n a g e m e n t D i v i s i o n

How to Create a Task

1. In Tasks, on the toolbar, click New.

2. On the Task tab, type a task name in the Subject box.
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3. Select the appropriate options for the task.

4. Click Recurrence to make the task recur. In the Recurrence

pattern dialog box, set the recurrence pattern for the task, and

then click OK.

5. Click Save and Close


